CHANGE THE VIEW OF A FORM 


You can view 
a form in five 
different ways. 
Each view allows 
you to perform 
different tasks. 



CHANGE THE VIEW OF A FORM 



B In this example, 
the form appears in 
the Form view. 

Click ■ in this area 
to display the form in a 
different view. 


Click the view you 
want to use. 



■ The form appears in 
the view you selected. 
■B In this example, the 
View button changed 
from to 


To quickly switch 
between the Form ) 
and Design ( { ) views, 
click the View button. 
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THE FORM VIEWS 


i.iiia 

The Design view allows you to change the layout and 
design of a form. You can customize a form to make 
the form easier to use or to enhance the appearance 
of the form. 




The Form view usually displays one record at a time 
in an organized and attractive format. You can use 
this view to review, enter and edit information. 



(2SE5EB 

The Datasheet view displays all 
the records in rows and columns. 
The field names appear across 
the top of the window and the 
information for one record appears 
in each row. You can review, enter 
and edit information in this view. 



«miaac»M5s> 

The PivotTable view allows you to summarize and 
analyze the data in a form. When you first display a 
form in this view, the PivotTable is empty and you must 
add the fields you want the PivotTable to display. For 
information on using the PivotTable view, see page 232. 



GEEHE® 

The PivotChart view allows you to display a graphical 
summary of the data in a form. When you first display a 
form in this view, the PivotChart is empty and you must 
add the fields you want the PivotChart to display. For 
information on using the PivotChart view, see page 238. 
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MOVE OR RESIZE A CONTROL 


You can change the 


location and size of 
a control on a form. 


Moving a control allows 
you to change the 
order of information 
on a form. Resizing a 
control allows you to 
display more or less 
information in a control. 

A control is an item 
on a form, such as a 
label that displays a 
field name or a text 
box that displays data 
from a field. 



MOVE A CONTROL 



U Display the form you 
want to change in the Design 
view. To change the view of 
a form, see page 152. 

0 Click the control you 
want to move. Handles (w ) 
appear around the control. 


| Position the mouse ■ 
over the border of the 
control ^ changes to % ) 
and then drag the control 
to a new location on the 
form. 


In this example, 
the label and 
corresponding text 
box appear in the 
new location. 

Q Click 4 to save 
your change. 


■ To move a label or text box 
individually, perform steps 1 
to 3, except position the mouse 
over the large handle (■ ) at 
the top left corner of the control in 
step 3 (l^ changes to 4-). 
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Tip 


How can I quickly resize a label to fit 
its contents? 


Tip 


How can I make small changes to the 
size of a control? 



-B Click Format. 


To make small changes to the size of 
a control, click the control you want to 
resize and then press and hold down 
the shift key as you press the 4 , 

+ , *■ or ■+ key. 



RESIZE A CONTROL 



Q Display the form you want 
to change in the Design view. 
To change the view of a form, 
see page 152. 

~0 Click the control you 
want to resize. Handles (■ ) 
appear around the control. 


_I Position the mouse 

over a handle ( changes 
to +-+ , 3 , \ or j* ) and 
then drag the handle until 
the control is the size you 
want. 



"■ The control appears 
in the new size. 


0 Click 4 to save 
your change. 
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DELETE A CONTROL 


A control is an 
item on a form, 
such as a label 
that displays a field 
name or a text box 
that displays data 
from a field. 


You can delete 
a control you 
no longer want 
to appear 
on a form. 



DELETE A CONTROL 


D Display the form you 
want to change in the Design 
view. To change the view of 
a form, see page 152. 

To delete a text box and 
its corresponding label, click 
the text box. Handles (■ ) 
appear around the text box. 


■ To delete only a label, 
click the label. Handles (*) 
appear around the label. 

El Press the Delete key. 



a 
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■ In this example, the text 
box and its corresponding 
label disappear. 


Click ■ to save your 
change. 
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CHANGE THE SIZE OF A FORM 


Design ^ 
Forms # 


You can change the 
size of an entire 
form. Increasing the 
size of a form can 
give you more room 
to add information 
such as a new field 
or a picture. 



CHANGE THE SIZE OF A FORM 



U Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 


0 Position the mouse 
over the right or bottom 
edge of the form (. • changes 

to *j* or-J-). 

l h Drag the edge of the 
form to the size you want. 


■ The form changes 
to the new size. 


| Click ’ to save your 
change. 
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ADD A FIELD 


You can add 
a field to a 
form when 
you want 
the form 
to display 
additional 
information. 



Work Phone 


State/Province 
Postal Code 


For example, you 
may want to add a 
Telephone Number 
field to a form that 
displays customer 
addresses. 

Adding a field to 
a form is useful if 
you did not include 
all the fields from 
a table when you 
created a form. 


ADD A FIELD 



D Display the form you 
want to change in the Design 
view. To change the view of 
a form, see page 152. 

0 Click to display a list 
of fields from the table you 
used to create the form. 


Position the mouse 
over the field you want 
to add to your form. 

L Q Drag the field to 
where you want the field 
to appear on your form. 



corresponding text box 
for the field appear on 
your form. 

Note: To move or resize the 
label or text box, see page 154. 


Click 4 to save 
your change. 

“0 To hide the box 
displaying the list of 
fields, click □ 
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[ADD A LABEL 
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You can add 
a label that 
you want to 
appear for each 
record on a 
form. Labels 
are useful for 
displaying 
important 
information. 





Recipe ID 
Recipe Name 
Preparation Time 
Number of Servings 


- 





ADD A LABEL 




D Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 

~0 Click * on the 
Toolbox toolbar to add 
a label to your form. 


If the Toolbox toolbar 
is not displayed, click 
to display the toolbar. 

■“0 Click the location on 
your form where you want 
the top left corner of the 
label to appear. 


► 



label and then press the 

Enter key. 

Note: If the Error Checking 
button ( 4 >|) appears beside the 
label, click the button and then 
click Ignore Error to remove the 
button from your screen. 


Click 4 to save your 
change. 

Note: To move or resize the label, 
see page 154. 

■ To delete a label from 
a form, click the label and 
then press the Delete key. 
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CHANGE LABEL TEXT 


You can change the 
text displayed in 
a label to make 
the label more 
descriptive. 


You should not 
change the text in a 
text box. This text tells 
Access where to find 
the information that will 
appear in the text box. 


CHANGE LABEL TEXT 



* 


D Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 


5* i# iSr - fr»"l fi™ 1 




I To select all the text 
in the label, drag the 
mouse I over the text 
until you highlight all 
the text. 


L Q Type the new text for 
the label and then press 
the Enter key. 


Click 
change. 


to save your 


Click the label you 
want to change. 
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BOLD, ITALICIZE OR UNDERLINE DATA 


Design ^ 
Forms # 


You can bold, 
italicize or 
underline data 
on a form to 
emphasize 
information. 


BOLD, ITALICIZE OR UNDERLINE DATA 



Q Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 

Click the control that 
displays the data you 
want to bold, italicize 
or underline. 


Ej Click one of the 
following buttons, 
a Bold 
jL Italic 
ffl Underline 


-® The data in the control 
appears in the new style. 

Note: If the control is not large 
enough to display all the data, 
you can increase the size of the 
control. To resize a control, see 
page 155. 


Q Click ■ to save your 
change. 

■ To remove a bold, italic 
or underline style from 
data, repeat steps 1 to 4. 



















































































CHANGE THE FONT OF DATA 


You can change the 
font of data in a 
control to enhance 
the appearance of 
a form. 


A control is an item 
on a form, such as a 
label that displays a 
field name or a text 
box that displays 
data from a field. 




D Display the form you 
want to change in the Design 
view. To change the view of 
a form, see page 152. 


Click the control that 
displays the data you want 
to change to a different font. 


Click - in this 
area to display a list 
of the available fonts. 


D Click the font you 
want to use. 



the font you selected. change. 


Note: If the control is not large 
enough to display all the data, 
you can increase the size of the 
control. To resize a control, see 
page 155. 
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CHANGE THE SIZE OF DATA 



You can increase 
or decrease the 
size of data in a 
control. 


Access measures the 
size of data in points. 
There are 72 points 
in an inch. 

A control is an item 
on a form, such as a 
label that displays a 
field name or a text 
box that displays 
data from a field. 



CHANGE THE SIZE OF DATA 



want to change in the 
Design view. To change 
the view of a form, see 
page 152. 


area to display a list 
of the available sizes. 

'Q Click the size you 
want to use. 


Click the control that 
displays the data you want 
to change to a new size. 



■ The data changes to 
the size you selected. 


Click to save your 
change. 


Note: If the control is not large 
enough to display all the data, 
you can increase the size of the 
control. To resize a control, see 
page 155. 
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CHANGE THE COLOR OF A CONTROL 



You can change 
the background 
color and text 
color of a control 
to emphasize 
information on 
a form. 


I Last Name 


Efi st 


Name 


Make sure you 
select background 
and text colors that 
work well together. 
For example, red 
text on a blue 
background can 
be difficult to read. 

A control is an item 
on a form, such as 
a label that displays 
a field name or a 
text box that displays 
data from a field. 


CHANGE THE BACKGROUND COLOR 



D Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 

■-E Click the control you 
want to change to a 
different background color. 


Click ’] in this area 
to display the available 
background colors. 

D Click the background 
color you want to use. 



3fcJ 

«.• * i., 

j * - 
- 1. & 

-t rrf 


the background color 
you selected. 


Click to save your 
change. 
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Can I change the color of several 
controls at once? 

Yes. To select each control you want to 
change to a different color, hold down 
the shift key as you click each control. 
Handles (■ ) appear around each control 
you select. To select the background 
color or text color you want to use, 
perform steps 3 and 4 below. 


Tip 

5 


Design ^ 
Forms m 


How can I quickly reapply the last color 
I used? 

The Fill Color (B) and Font Color (0) 
buttons show the last background and 
text color you used. To reapply the last 
background or text color you used, click 
the control you want to change and then 
click the Fill Color (9) or Font Color 
(jfi) button. 





CHANGE THE TEXT COLOR 


want to change in the 
Design view. To change 
the view of a form, see 
page 152. 

■0 Click the control that 
displays the text you want 
to change to a different 
color. 


to display the available 
text colors. 

Click the text color 
you want to use. 


displays the color you 
selected. 


change. 
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CHANGE THE ALIGNMENT OF DATA 


You can align 


data on a 
form in three 
different ways. 


When a form is 
displayed in the 
Form view, Access 
automatically 
left aligns text 
and right aligns 
numbers and 
dates on the form. 



CHANGE THE ALIGNMENT OF DATA 




D Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 


Click the control that 
displays the data you 
want to align differently. 

□ Click one of the 
following buttons. 


appears in the alignment change, 

you selected. 


Note: When a form is displayed 
in the Design view, all data 
initially appears left aligned. 


Left align 
* Center 


Right align 
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Access remembers 
the last changes 
you made to a 
form. If you regret 
these changes, 
you can cancel 
them by using 
the Undo feature. 


Access can only 
undo changes you 
made since you last 
opened the form. 




UNDO CHANGES 


Design 

Forms 


UNDO CHANGES 



last change you made 
to your form. 


as 
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Access cancels the last 
change you made to your 
form in the Design view. 

■ You can repeat step 1 
to cancel previous changes 
you made to your form in 
the Design view. 


To reverse the results 
of using the Undo feature, 
click 
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ADD A PICTURE 


You can add 
a picture to a 
form to make 
the form more 
appealing or to 
help illustrate 
your data. 


You can add a 
picture such as 
your company 
logo, a colorful 
design or a 
picture of your 
products. 

If you want to 
display a different 
picture for each 
record, such as 
a picture of each 
employee, see 
page 102. 


ADD A PICTURE 



D Display the form you want 
to add a picture to in the 
Design view. To change the 
view of a form, see page 152. 


■ n. 


it3 


■ The Insert Picture 
dialog box appears. 


If the Toolbox toolbar 
is not displayed, click 
to display the toolbar. 


L 0 Click the location 
on your form where you 
want the top left corner 
of the picture to appear. 


0 Click ■ on the Toolbox 
toolbar to add a picture to 
your form. 
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rj Where can I obtain pictures that I can add 

to my forms? 

You can use a drawing program to create 
your own pictures or use a scanner to 
scan existing pictures into your computer. 
You can also buy a collection of pictures, 
called clip art, at stores that sell computer 
software. Many pages on the Web also 
offer pictures that you can use. 


How can I delete a picture I added to 
a form? 

To delete a picture you no longer want 
to appear on a form, click the picture 
and then press the Delete key. Access 
will remove the picture from the form, 
but will not remove the original picture 
from your computer. 





-■ This area shows the 
location of the displayed 
pictures. You can click 
this area to change the 
location. 


I Click the name of the 
picture you want to add 
to your form. 

Click OK to add the 
picture to your form. 


The picture appears 
on your form. 

^0 Click ■ to save your 
change. 


Note: To move or resize the 
picture, see page 154. 
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APPLY CONDITIONAL FORMATTING 



You can have 
Access apply 
special formatting 
to data in a field 
when the data 
meets a condition 
you specify. 

Applying conditional | 
formatting to data 
in a field allows you 
to easily monitor 
data of interest. 


For example, 
when the number 
of units in stock 
for a product falls 
below 10, you can 
have the number 
appear in red. 


INVENTORY 


Product 

In Stork 

Product 

Lifejackets 

19 

Sleeping Bags 

Canoe Paddles 

135 

Tents 

Boat Cushions 

23 

Compasses 

Bailing Buckets 

8 

Emergency Whistles 

Fishing Rods 

120 

Portable Stoves 



- ■ - 


108 


APPLY CONDITIONAL FORMATTING 



| Click anywhere in 
the field that displays the 
data you want to apply 
conditional formatting to. 

“0 Click Format. 


Click Conditional 
Formatting. 

■ The Conditional 
Formatting dialog box 
appears. 



I This area displays how 
the data currently appears 
in the field. 

□ Click this area to select 
the operator you want to 
use to specify the data you 
want to apply conditional 
formatting to. 


| Click the operator you 
want to use. 

Click this area and then 
type the value that specifies 
the data you want to apply 
conditional formatting to. 
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Tip 

9 


What operators can I use? 

Result 


= Operator 

between 100 

> and 200 

not between 100 

+ and 200 

< equal to 100 
not equal to 100 
greater than 100 
less than 100 

greater than or 
^ equal to 100 

less than or 
equal to 100 


Formats data between 100 
and 200. 

Formats data not between 100 
and 200. 

Formats data equal to 100. 
Formats data not equal to 100. 
Formats data greater than 100. 
Formats data less than 100. 

Formats data greater than or 
equal to 100. 

Formats data less than or equal 
to 100. 


Tip 

w 


How do I remove conditional formatting 
from a field? 

In the Conditional Formatting dialog box, 
click Delete. In the Delete Conditional 
Format dialog box that appears, click 
Condition 1 (Q changes to ) and 
then press the Enter key. 



■KfB 

lass™ 

r*n 


1 

1 





Q If you selected between 
or not between in step 5, 
click this area and type the 
second value. 

"Q To add a background 
color to data that meets the 
condition you specified, 
click ’ in this area. 


|j Click the background 
color you want to use. 

HE) To change the color 
of data that meets the 
condition you specified, 
you can repeat steps 8 
and 9 in this area. 



□ 


Outdoor Sporting Go... 


To bold ( H ), italicize ( ' ) 
or underline ( u ) data that 
meets the condition you 
specified, click the appropriate 
button. 

HH This area displays how the 
data that meets the condition 
you specified will appear on 
your form. 


r. «... 


tS Click OK to confirm 
your changes. 

■ When data in the field 
meets the condition you 
specified, the data will 
display the format you 
specified. 
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You may want 
to use the same 
autoformat for 
every form in 
your database 
to give your 
database a 
consistent 
appearance. 


APPLY AN AUTOFORMAT 




_ J ,3 

: l.'fc £* W >#l 


Hiwi + ij 

A-i B J - ■ 1 

1 !3.'^ ^ 



D Display the form you 
want to change in the 
Design view. To change 
the view of a form, see 
page 152. 


Click to select the 
form ( changes to * ). 



L 0 Click ^ to select an ■ The AutoFormat dialog 

autoformat for the form. box appears. 
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Tip 


Why didn't my entire form change 
to the new autoformat? 


9 


If your form contains a subform, 
the appearance of the subform 
will not change when you apply an 
autoformat to the form. A subform 
displays information from a related 
table in your database. To apply 
an autoformat to a subform, open 
the subform as you would open 
any form and then perform the 
steps shown below. To open a 
form, see page 144. 

Note: If your subform appears in the 
Datasheet layout, applying an autoformat 
to the subform will have no effect on the 
appearance of the subform. 





you want to use. 


Click OK to confirm 
your change. 


■ The form displays 
the new autoformat. 


}lick i to save your 
change. 


■* This area displays a 
sample of the autoformat 
you selected. 
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